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NASPNCLA | NSTRUCTI ON 1650. 2H

Subj: POLICI ES AND PROCEDURES FOR THE REVI EW AND APPROVAL OF AWARDS AND AWARD
RECOMVENDATI ONS, | NCLUDI NG LETTERS OF COMVENDATI ON AND APPRECI ATl ON

Ref : (a) SECNAVI NST 1650. 1F
(b) SECNAV Washi ngton DC 231906Z Sep 94
(c) CNETINST 1650. 1H
(d) CNET Pensacol a FL 2411417 Dec 97

Encl: (1) Sanple Letter of Appreciation

(2) Sanple Proposed Gtation for Commandi ng OFficer Awarded Navy and
Mari ne Corps Achi evenent Medal

(3) Sanple Proposed G tation for End-of-Tour Navy and Marine Corps
Achi evenent Medal

(4) Sanple Proposed G tation for Navy and Mari ne Corps Conmendati on
Meda

(5) Sanple Meritorious Service Medal

(6) Sanmple Flag Letter of Commendati on

(7) Sanple OPNAV 1650/ 3

(8) Sanple of organizations qualifying for Mlitary Qutstanding
Vol unt eer Servi ce Medal

(9) Sanmple MIlitary Qutstandi ng Vol unteer Service Meda

1. Purpose. To issue policies and procedures governing recommendati ons for
and processing of personal awards at NAS Pensacol a.

2. Cancellation. NASPNCLAI NST 1650. 2G

3. Background. References (a) through (d) contain the basic regul ations on
awards available to mlitary nmenbers at NAS Pensacol a.

4. Policy

a. Criteria. To preserve integrity, awards will be recomended for acts
or services which are clearly and distinctly outstanding in nature and
magni tude. The acts or services nust place a person's performance
significantly above that of contenporaries and be of such inportance that one
cannot appropriately be recognized in any other way.

b. Award Consi derations

(1) The focus in the awards system should be on individuals who
di stingui sh thensel ves by contributing significantly to inprovenents in
readi ness by such acconplishnents as exceptional training, superior managenent
of resources, or by greatly increasing the effectiveness of an existing
program In this regard, unusual achievenents in material readiness,
i nnovati ve planning, or extraordinary success in recruitment or retention are
a few exanpl es of positive influences worthy of consideration for awards.
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(2) Consideration should be given to presenting letters of
appreciation to mlitary and civilian personnel who have perfornmed in a
not ewort hy manner (enclosure (1)).

(3) Commandi ng Officer, NAS Pensacola, has approval authority for
awar di ng the Navy and Marine Corps Achi everent Medal (NMCAM in cases of
"specific performance of a superlative nature.” The purpose of this award is
to give tinely recognition for one specific incident reflecting superlative
performance, which took place during a specific time period, normally not to
exceed 1 year (enclosure (2)).

(4) Individuals who have acconpl i shed several specific achievenents
and mai ntai ned sustai ned superior performance during their tour at NAS
Pensacol a not previously recognized by an award shoul d be considered for an
end- of -tour award (enclosure (3)).

(5) Retirenent and separation awards denonstrate the appreciation of
t he conmand, the Navy, and the Nation to an individual for dedicated service.
Thi s does not nean an award shoul d be given every time a nmenber retires. The
retiree's service, and especially last tour of duty, should have been
particul arly dedi cated and producti ve.

(6) Enclosures (1), (2), (3), (4), (5, and (6) are sanple citations
for Letter of Appreciation, Conmanding O ficer awarded Navy and Mari ne Corps
Achi everrent Medal , End- of - Tour Navy and Mari ne Corps Achi evenent Medal, the
Navy and Marine Corps Commendation Medal, Meritorious Service Medal, and Fl ag
Letter of Conmendati on.

5. Information
a. Preparation

(1) Format. Recommendations for personal decorations will be prepared
usi ng Personal Award Recomendati on, OPNAV 1650/3 (Rev. 1-94), (enclosure

(7)) -

(2) Summary of Action. This part of the recommendation, to be
i ncluded on the reverse side of the OPNAV 1650/3, is required for all awards
except for Commandi ng Officer awarded Navy and Marine Corps Achi evenent Medal s
and Flag Letters of Commendation. GCeneralities, excessive use of
superl atives, and the "job description/eval uati on approach” are to be avoi ded.
An obj ective summary giving specific exanples of the performance and manner of
acconplishing it, together with results and benefits derived (Action/Reaction
to the action), should be presented in bullet style. The amount of detail and
supporting docunmentation required will depend upon circunstances and nature of
t he award bei ng recommended.

(3) Gtation. In addition to the required summary of action, a
proposed citation nust acconpany the reconmendation for all awards except the
Flag Letter of Commendation and MIlitary Qutstandi ng Vol unteer Service Medal
A citation is an enuneration of meritorious achievenents, and nust agree with
the sunmary of action as to date(s), duties, and assignnments of the
individual. It nust be factual, contain no classified information, be
adaptable to publication by news nedia, and should not exceed 10-12 doubl e-
spaced typewitten (portrait) lines with the exception of the MSMcitation
whi ch may consi st of 22 doubl e-spaced typewitten (portrait) lines, including
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standard |l ead-in and closing statenments. Proposed citations should not be
submtted in |landscape format. Citations consist of three parts:

(4) Opening Sentence. The opening sentence of the citation consists
of a standard phrase describing the degree of neritorious or heroic service as
specified for each award; duty assignnent of the individual and inclusive
dates of service on which the recommendation is based. Opening phrases for
speci fic decorations are:

(a) Meritorious Service Medal. "For outstanding neritorious
service as (achi evenents)..."

(b) Navy and Marine Corps Conmendation Medal. "Meritorious
service while serving as..."

(c) Navy and Marine Corps Achi evenent Medal. "Professiona
achi evenent in the superior performance of his/her duties while serving as..."

(5) Statenment of Heroic, Meritorious Achi evenent, or Service. The
second part of the citation identifies the recipient by nane and descri bes
speci fic duty assignments, acconplishnents, and the outstandi ng persona
attributes displayed. The description of the individual's achievenents nust
show clearly that they were sufficient to justify the award reconmended.

Val ue of results of achievements may al so be included. |If duty was perfornmed
in actual conbat, the citation should so state. No classified information
however, may be included in the proposed citation

(6) Commendatory Remarks. The third part of the citation states that
the outstanding attributes reflected credit upon the individual and were in
keeping with the highest traditions of the United States Naval Service.

b. Eligibility Requirenents. Specific eligibility requirenents are
contained in references (a) through (d). Summarization for the Navy and
Mari ne Corps Conmendation Medal, Navy and Marine Corps Achi evenent Medal, and
Mlitary CQutstandi ng Vol unteer Service Medal are |isted bel ow

(1) Navy and Marine Corps Conmendation Medal. Awarded to a person
who, while serving in any capacity with the Navy or Mrine Corps (including
foreign mlitary personnel and nmenbers of U S. Reserve conponents on active or
i nactive duty), acconplishes a neritorious act of heroism achievenent, or
service. To merit this award, the acts or services nmust be acconplished or
performed in a manner above that normally expected and sufficient to
di stingui sh the individual above those performng simlar services as set
forth in the foll ow ng:

(a) Acts of Heroism Wrthy of special recognition, but not to
the degree required for the Bronze Star Medal, when conbat is involved, or the
Navy and Marine Corps Medal, when conbat is not involved

(b) Meritorious Achi evenent. CQutstanding and worthy of special
recogni tion, but not to the degree required for the Bronze Star Medal or Air
Medal , when conbat is involved, or the Meritorious Service Medal or Air Medal,
when conbat is not involved. The achievenent should be such as to constitute
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a definite contribution to the naval service, such as an invention, or
i nprovenent in design, procedures, or organization

(c) Meritorious Service. Qutstanding and worthy of special
recogni tion, but not to the degree required for the Bronze Star Medal or Air
Medal , when conbat is involved, or the Meritorious Service Medal or Air Medal,
when conbat is not involved. The award may cover an extended period of tinme
during which a higher award may have been reconmended or received for specific
act(s). The criteria, however, should not be the period of service involved,
but rather the circunstances and conditions under which the service was
performed. The performance should be well-above that usually expected of an
i ndi vi dual commensurate with grade or rate, and above that degree of
excel | ence which can be appropriately reflected in the individual's fitness
report or eval uation

(2) Navy and Marine Corps Achi evenent Medal. Awarded to comn ssioned
and enlisted menbers of the Navy and Marine Corps, including nmenbers of
Reserve conponents on active or inactive duty of the grade of Lieutenant
Commander or Major and junior thereto. It nmay al so be awarded to nenbers of
ot her branches of the Armed Forces of conparable grade or rate, when attached
to or serving with units of the Departnment of the Navy. The award shall be
given for meritorious service or achievenment in a conbat or nonconbat
situation based on sustained perfornmance or specific achievenment of a
superl ative nature, and shall be of such nmerit as to warrant nore tangible
recognition than is possible by a fitness report or evaluation, but which does
not warrant a Navy and Marine Corps Comendati on Medal or higher

(a) Professional achievenment which nerits the award nust:

1. Cdearly exceed that which is normally required or
expected, considering the individual's grade or rate, training, and expertise.

2. Be an inportant contribution of benefit to the United
States and the naval service

(b) Leadershi p achi evenrent which nerits the award mnust:

1. Be noteworthy.

2. Be sustained to denonstrate a high state of devel opnent
or, if for a specific achievenent, be of such nerit as to earn singular
recognition for the act(s).

3. Reflect positively on the efforts of the individual toward
acconpl i shment of the unit m ssion.

(3) Mlitary Qutstandi ng Volunteer Service Medal. Awarded to nenbers
of the Arned Forces, including Reserve conponents who, subsequent to
31 Decenber 1992, perform outstandi ng volunteer comunity support of a
sustai ned, direct, and consequential nature over time and not a single act or
achievenent. To be eligible, an individual's service nust:

(a) be to the civilian comunity, to include the mlitary famly
conmuni ty;
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(b) be significant in nature and produce tangible results;

(c) reflect favorably on the mlitary service and the Departnment
of Defense; and

(d) be of a sustained and direct nature. Wile no specific |og of
i ndi vidual service is required or encouraged, a service nenber should nornmally
perform a sustained, direct hands-on conmunity service over a 3-year period.
At t endi ng nenbershi p neetings or social events of a community service group or
attendi ng occasi onal scout neetings would not normally be considered
qual i fying service, while manning a conmmunity crisis action phone line or
serving 3 years as a Boy or Grl Scout |eader would. Enclosure (8) contains
sanmpl es (non-inclusive) of organizations which would qualify. Enclosure (9)
provi des a sanple for submission of the MIlitary Qutstanding Vol unteer Service
Medal (MOVSM .

6. Procedures

a. Award recommendations shall be submitted to the Awards Board via the
Awards Cerk, Admnistrative Ofice (Code 11101), in doubl e-space rough with
conpl eted OPNAV 1650/3 (front side), at |east 90 days for NMCAM NMCCM and 120
days for MM in advance of the desired presentation or detachnent date.

b. The Awards Board shall consider, in a tinely nmanner, award
recomendati ons submtted by Departnment Heads and Special Assistants. The
Awar ds Board shall consist of:

(1) Assistant Administrative Oficer
(2) 03 or above or CWB or above
(3) Command Master Chief

c. The Awards Clerk will forward to the Conmanding O ficer a copy of each
OPNAV 1650/ 3 and proposed citation. Only the Commandi ng O ficer has the
authority to approve or disapprove an award subm ssion. Those subm ssions
di sapproved will be returned to the cogni zant Departnment Head or Speci al
Assi stant by the Assistant Administrative Oficer.

7. Forms. Personal Award Reconmmendation, OPNAV 1650/3 (Rev 1-94), S/ N 0107-
LF-017-5800, may be obtai ned through normal supply channels.

/S
J. M DENKLER

Di stri bution:
B
( NASPNCLAI NST 5216. 1S)

St ocked:

Conmmandi ng O fi cer

NAS Pensacol a

190 Radford Bl vd
Pensacol a, FL 32508-5217
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SAMPLE LETTER OF APPRECI ATI ON

1650 (Mlitary)
12451 (Givilian)
Code

From Commanding Oficer, Naval Air Station Pensacol a
To:

Subj: LETTER OF APPRECI ATI ON

1. On behalf of all the Firefighters and the civilian and nmlitary
personnel assigned to Naval Air Station Pensacola, Florida, I would like to
personal Iy thank you for your continued dedi cated service to your Country
and the United States Federal Government. Wth a conbined total of over 40
years service, you should be justifiably proud of your nmany achi evenents.

2. Your personal integrity and your ability to notivate others are traits
that you have honed to a fine degree. You have established those high
standards of perfornmance, know edge, and character that are the trademarks
of a true professional

3. Wile assigned to the Naval Air Station Pensacola Consolidated Fire
Departnent for the past 8 years, you have responded to nunerous aircraft
crashes and structural fires, saving many lives and reduci ng property
damage. Your high standards of professionalism total dedication to duty,
and out standi ng performance during the past 40 years reflected great credit
upon yourself, this command, and the United States Navy.

4. Thank you for a job exceptionally well done!

. M CAPTAIN

Encl osure (1)
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SAMPLE PROPOSED CI TATI ON FOR COMVANDI NG OFFI CER AWARDED
NAVY AND MARI NE CORPS ACH EVEMENT MEDAL

The Secretary of the Navy takes pleasure in presenting the NAVY
AND MARI NE CORPS ACHI EVEMENT MEDAL to

RANK/ RATE
NAVE
UNI TED STATES NAVY

for service as set forth in the foll ow ng
Cl TATI ON:

Prof essi onal achievenent in the superior performance of his
duties while serving as Crime Prevention Coordinator, Security
Departnent, Naval Air Station Pensacola, Florida, from January
1997 to Decenber 1997. Petty Oficer *'s outstanding direction of
the Command’ s Physical Security and Crinme Prevention Prograns
produced quantitative reductions in loss of governnent property
and significantly enhanced quality of |life for the entire
Pensacol a comunity. His selfless dedication and tireless efforts
resulted in his selection as Naval Air Station Pensacol a Sail or of
the Year for 1997. Petty Oficer *'s managerial ability, personal
commitment, and unswerving devotion to duty reflected credit upon
hinself and were in keeping with the highest traditions of the
United States Naval Service.

For the Secretary of the Navy,

. B. SIGNING
Captain, U S. Navy
Conmmandi ng O fi cer

Encl osure (2)
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SAMPLE PROPOSED CI TATI ON FOR END- OF- TOUR NAVY AND
MARI NE CORPS ACHI EVEMENT MEDAL

The Secretary of the Navy takes pleasure in presenting the NAVY
AND MARI NE CORPS ACHI EVEMENT MEDAL to

RANK/ RATE
NAVE
UNI TED STATES NAVY

for service as set forth in the foll ow ng
Cl TATI ON:

Prof essi onal achievenent in the superior performance of her
duties while serving as Assistant Aircraft Mintenance Oficer and
Mai nt enance Material Control Oficer, Search and Rescue Division,
Air Qperations Departnment, Naval Air Station Pensacola, Florida,
fromJdune 1996 to March 1998. Lieutenant *'s efficient nanagenent

and manpower directly contributed to consistent full mssion
capable rates over 90 percent for three UH3H Helicopters and a
100 percent mssion acconplishnent rate. Li eutenant *’'s
out st andi ng manageri al ability, per sonal initiative, and

unswervi ng devotion to duty reflected credit upon herself and were
in keeping with the highest traditions of the United States Naval
Servi ce.

For the Secretary of the Navy,

Encl osure (3)
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SAMPLE PROPOSED CI TATI ON FOR NAVY AND
MARI NE CORPS COWVMENDATI ON MEDAL

The Secretary of the Navy takes pleasure in presenting the NAVY
AND MARI NE CORPS COMVENDATI ON MEDAL to

RANK/ RATE
NAVE
UNI TED STATES NAVY

for service as set forth in the foll ow ng
Cl TATI ON:

Meritorious service while serving as Air Traffic Control Radar
Branch/ Fl eet Area Control and Surveillance Chief, Ar Operations
Departnent, Naval Air Station Pensacola, Florida, from June 1992
to January 1998. Chief Petty Oficer *'s superior technical
expertise, conmitment to excellence, and managerial skills were
directly responsible for over 325,000 mshap-free training
sorties. Her |eadership contributed to grades of “Qutstanding” on
two consecutive Chief of Naval Ar Training Quality Assurance
I nspections. Chief Petty Oficer *'s distinctive acconplishnents,
unrel enti ng perseverance, and steadfast devotion to duty reflected
credit wupon herself and were in keeping with the highest
traditions of the United States Naval Service.

For the Secretary of the Navy,

Encl osure (4)
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SAMPLE MERI TORI QUS SERVI CE MEDAL

RANK/ RATE
NAVE
UNI TED STATES NAVY

for service as set forth in the follow ng
Cl TATI ON:

For outstanding neritorious service as Command and Area
Coordi nator Chaplain, Naval Air Station Pensacola, Florida, from
June 1994 to Cctober 1995. Captain *’s dynanic |eadership, superb
managenent skills, and uncomprom sing conmitnent were the prinmary
factors in the delivery of quality mnistry to all Pensacola
region mlitary personnel and their famlies. Captain *'s
i nnovative direction of the Core Values Acadeny, Mlitary Lights
Vol unteer Program and the Pensacola Regional Critical 1ncident
Stress Response Team pl ayed a key role in inproving relations wth
the civilian conmmunity. H s outstanding supervision of 28
Chapl ai ns and reorgani zati on of 3 chapels and 5 Command Rel i gi ous
Progranms significantly inproved religious progranms and services,
and was directly responsible for the high norale and training
efficiency of over 15,000 Navy and Marine Corps personnel. H s
personal invol venent, sound judgnent, and tireless devotion
greatly enhanced the quality of 1life at Naval Air Station
Pensacol a. By his exceptional professional ability, personal
initiative, and total dedication to duty, Captain * reflected
great credit upon hinself and upheld the highest traditions of the
United States Naval Service.

For the President,

Encl osure (5)
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SAMPLE FLAG LETTER OF COVIVENDATI ON

RANK/ RATE
NAVE
UNI TED STATES NAVY

for service as set forth in the follow ng
Cl TATI ON:

(If Gvilian Letter of Comendati on, nane only)

"For superior performance of his duties as Section Leader and
Correctional Cust ody Uni t Leadi ng Petty Oficer, Naval
Brig/ Correctional Custody Unit, Naval Air Station Pensacola,
Florida, from June 1994 to GCctober 1995. Petty Oficer *’'s
superior initiative and rmanagenent skills assisted in the
establishnent of Naval Air Station's Correctional Custody Unit.
H's dedication and diligent efforts contributed to the
Correctional Custody Unit’s 87 percent success rate and cul m nated
in his selection as the Naval Brig/Correctional Custody Unit’s
1996 Corrections Specialist of the Year. Additionally, he served
as a Watch Section Leader in a position normally reserved for a
nore Senior Petty Oficer. Petty Oficer *'s personal initiative
and unswerving devotion to duty reflected credit upon hinself and
were in keeping with the highest traditions of the United States
Naval Service."

Encl osure (6)
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SAMPLE OF ORGANI ZATI ONS QUALI FYI NG
FOR VOLUNTEER SERVI CE

Boy/ G rl Scout s/ Browni es/ Canp Fire/ Cub Scouts/ YWCA | ndi an Princess
Little Leagues (Al Sports)/Coaches

Hot Line Vol unteer (Abuse/Rape/ Suicide)

Hospi tal Vol unt eer

Vol unt eer Teachers

March of Di mes/ March of Di nes Wl k- A-Thon, etc. (Telethon Support)
Vol unt eer Fire Departnent/Rescue Squad/ Medics
Community Center Wbrk/ Security

Senior Citizen Program Vol unteers

Navy/ Mari ne Corps Relief Society - Volunteer Wrker
Work w Group providing Food, Shelter for Homel ess
Museum Vol unt eer s

Bi g Brother/Sister Prograns

Fund Drives (Conbi ned Federal Canpaign, etc.)

Sal vati on Arny

Vol unt eer Probation O ficers

Law Enforcement O gani zati on Assisting Youths
Public Libraries-Story Hour/Adult Readi ng

Federal Tax Assistance to Needy

Easter Seal Volunteers

Li teracy Prograns

Navy League Sea Cadet Prograns

D. AR E. School Prograns

Encl osure (8)
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Bl ood Drives

Qui de Dog Trai ning

Working with Hearing Inpaired
Make- A- W sh Foundati on

Chil d Abuse Organizations

Associ ation for Retarded Citizens
Buil ding Fitness Trails

Adopt - A- H ghway

Anti-Gaffiti Projects

Meal s on Weel s

Ther apeuti ¢ Horseback Ri ding Program
Uuso

4H C ubs

Local Beautification Projects

| dent-a-Child

Adopt - a- Par k

Vol unt eer for Bone Marrow Donor Prograns

Encl osure (8) 2



